
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

FOR AGENCV ~- USE 
Lpplicatioi Dale 

~pp!cation Number 

FOR RECORDS MANAGEMENT USE ___~_ _ _ ~  1. Agency Address 
Department of Education : Appl~cafion Number 

. B2- 15 O f f i c e  of Vocational Fducation 
Divis ion of Vocational I n s t r u c t i o n  

A t l a n t a .  r -n ro ia  JAN I 9  1982 1 K N  2 

~- 
Dale Recc,ved oatr Completed 

Agricu l ture  Education - - 
~ _ _ .  -~ - 

'. Record Series Description 

D o w ' k n t s  relating to: 

This fi le contains the fol lowing d o c u m n t s  (include form numbers and titles. if any): 
Attach samples of the file. 

adminis te r ing  t h e  a c t i v i t i e s  of t h e  Agr icu l ture  Education program 
i n  Georgia. 

c o p i e s  of expense s ta tements .  and i t i n e r a r i e s ;  budget information;  p r i n t i n g  
r e q u e s t s ;  te lephone logs; o f f i c e  personnel f i l e s ;  mai l ing  l a b e l s ;  l eave  
reports; i n s e r v i c e  t r a i n i n g  and conference da ta ;  cop ie s  of u n i t  o b j e c t i v e s ;  
cop ie s  of t eache r  c e r t i f i c a t i o n  gu ide l ines ;  r e fe rence  cop ie s  of r e p o r t s  and 
r e g u l a t i o n s  of in te res t  t o  t h e  u n i t ;  and, r e l a t e d  correspondence. 

Included are: 

1. Dates of Series 
Iarliest Latest 

I t o  d a t e  

File is arranged: chronologica l ly  by f i s c a l  year ,  thereunder  a l p h a b e t i c a l l y  by sub jec t  

. Monthly Reference Rate 

9ne  to six months old 

H o w  of ten are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? 

Letter-size drawers ; Legal::ize drawers ;Shelves ;Other (rpecify) __ - 
. Annual'Rate of Accumulation of R e m r d i  ' - 
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5. Records Series T i t le  lfollowed by title used in office; if differenr) 

Agricu l ture  Education Adminis t ra t ive  F i l e s  



.. I XI i. p - m ?  
1. Reten th  Rquhments  he following requires thc serk to be kept: 

d. Audit period years. 
pars. e. Administrative need years. 
Fan. f. Federal retention inmuctimr 3 years. 

a. statem ycan. 
b. Statute of limitation 
c. Federal *w 

Attach mpy M ex& of laws M regulations. Explain Idminimatie need. 

_. 

EEOC requires 3 year retention of all materials used in interviewing, hiring, 
firing, etc. 

12 Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 
Calendar Year; F3 FircaI Year; 0 Other then, 

Q(HoM in the ament fikr area 
0 Transfer to local holding area; hold 
BTransfer to State Remrdr Center; hold 2 ycarts); then 
W D C r u O V .  
D Transfer to State Arrhiver for prrmnent retentim. 
0 Other Ispaci3.l 

m m t h l d 1  yeark); then 
yeark); then 


